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Record Lifecycle
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Part 2



Social Media

Databases

Email

Chat/IM/Text Messages

Shredding After Digitizing

Managing Digital Formats



How much RIM experience do you have?

A. Years and years

B. A lot

C. Some

D. A little

E. This training has to count for something, right?
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What are you hoping to learn today?

(please write answer in comments)



Cats or dogs?

A. Cats

B. Dogs

C. Both

D. Neither

E. This isn't even a question



What is RIM?
Why RIM?



What is RIM?

Records and

Information 

Management

Records and information are assets and should be 
managed accordingly.



RIM Terms

Record series
A group of related records

Retention
How long a record is kept

Disposition
What happens to a record after retention is met

Retention schedule
A plan detailing the retention and disposition of a group of 
records



Benefits of an active RIM program

1. Increased efficiency

2. Reduced cost

3. Reduced risk

4. Increased transparency

5. Better documentation of agency and state history

6. Legal compliance



1. Increased efficiency

"The more stuff jammed into a closet, the harder 
it is to find that winter scarf when it gets cold.

"Enlarging the closet or building another closet 
will not necessarily make it easier to find that 
scarf.



1. Increased efficiency

"A more efficient approach is to remove the 
things that are no longer needed – like the 
now-adult daughter’s elementary school 
backpacks and the long-unused yoga mats."

Tom Corey, Esq., “ROT or Not?”, Information Management Journal, Arma International, July/August 2017



2. Reduced cost

Free your office and server space - by 85%!

Tom Corey, Esq., "ROT or Not?", 
Information Management Journal, 
ARMA International, July/August 2017. 



3. Reduced risk

$1.08 million
Average cost of a data breach (public sector)

231 days
Average time to detect a breach (public sector)
Cost of a Data Breach Report 2020, IBM Security, 2020. Accessed 5 February 2021. 
https://www.ibm.com/security/digital-assets/cost-data-breach-report/#/pdf 



3. Reduced risk

“The retention schedule helps organizations throw out 
the proper pallets at the proper time and prove the 
propriety of doing so to anyone who questions them 
about it.” 

John C. Montaña, “What a Records Retention Schedule Is – and Why You Need One”, Information Management Journal, Arma International, 
March/April 2016





4. Increased transparency



5. Documentation of history5. Documentation of history



1. Increased efficiency
2. Reduced cost
3. Reduced risk
4. Increased transparency
5. Better documentation of agency and state history
6. Legal compliance

Benefits of an active RIM program

1. Increased efficiency
2. Reduced cost
3. Reduced risk
4. Increased transparency
5. Better documentation of agency and state history

= Business Case



6. Legal requirements

Requirements found in Public Records Management 
Act (Utah Code 63A-12-103) for:
● Agencies

● Chief administrative officers

● Records officers

Utah Code 63A-12-103
Also see "Baseline compliance checklist" by Rosemary Cundiff

https://le.utah.gov/xcode/Title63A/Chapter12/63A-12-S103.html
https://le.utah.gov/xcode/Title63A/Chapter12/63A-12-S103.html
https://youtu.be/N4jeQrnqD5g


6. Legal requirements—
Chief Administrative Officer (CAO)
● Establish records management program

● Appoint records officer(s)

● Ensure that they certify annually

Utah Code 63A-12-103
Also see "Baseline compliance checklist" by Rosemary Cundiff

https://le.utah.gov/xcode/Title63A/Chapter12/63A-12-S103.html
https://youtu.be/N4jeQrnqD5g


6. Legal requirements - records officer

● Care and Maintenance
● Scheduling and Disposal
● Classification and Designation
● Providing access
● Preservation
● Point of contact for working 

with State Archives
Utah Code 63A-12-103
Also see "Baseline compliance checklist" by Rosemary Cundiff

https://le.utah.gov/xcode/Title63A/Chapter12/63A-12-S103.html
https://youtu.be/N4jeQrnqD5g


6. Legal requirements - records officer

● Annual certification  - every records officer (almost)
● Utah Code 63G-2-108

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S108.html


There are 2 ways to certify

Records Access

● GRAMA
● Classifying records
● Responding to GRAMA 

requests appropriately

Records Management

● PRMA and GRAMA
● Understanding records
● Implementing retention 

schedules

You only need to pass one test each year in order to certify.



1. Increased efficiency
2. Reduced cost
3. Reduced risk
4. Increased transparency
5. Better documentation of agency and state history
6. Legal compliance

Benefits of an active RIM program

= Business Case



Case Study

Incalculable



How long did the certification test take?

A. Less than an hour
B. 1–2 hours
C. 2+ hours
D. Too long!
E. I haven't taken the test



What is a record?



Record—Legal Definition
(22) (a) "Record" means a book, letter, document, paper, map, plan, 
photograph, film, card, tape, recording, electronic data, or other 
documentary material regardless of physical form or characteristics:

(i) that is prepared, owned, received, or retained by a governmental 
entity or political subdivision; and

(ii) where all of the information in the original is reproducible by 
photocopy or other mechanical or electronic means.

Utah Code 63G-2-103

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html
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Record—Legal Definition

(i) that is prepared, owned, received, or retained by a 
governmental entity or political subdivision; and

(ii) where all of the information in the original is 
reproducible by photocopy or other mechanical or 
electronic means

Utah Code 63G-2-103

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html


Record—Legal Definition

Any form

Prepared, 
owned, 

received, 
retained

Reprodu-
cible

Record



Records Examples

● Personnel

● Minutes

● Contractor’s records

● Social media

● Email

● Databases
Utah Code 63G-2-103

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html


Records Examples: Databases

The database is not a 
government record, 
but contains 
government records



Records Examples: Databases

Your database 
provides structure for 
the records it holds.



Examples of Non-records

● Personal emails and documents that are not 
work-related

● Temporary drafts created for personal (work) use

● Books contained in a library

● Junk mail or spam

● Computer programs
Utah Code 63G-2-103

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html


Temporary Drafts: Not a Record If...

● It's temporary
● It's created for 

government employee's 
(work-related) personal 
use

Utah Code 63G-2-103(22)(b)(ii)

Also see "Classifying Drafts" by Rosemary Cundiff

Image courtesy #WOCinTechChat

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S103.html
https://archives.utah.gov/opengovernment/drafts.html


Drafts: Yes a (Public) Record If...

● It was circulated to anyone outside of the 
government entity

● It was not finalized but was relied upon to carry out 
an action or policy

● It contains empirical data and that data is not 
reasonably available elsewhere in similar form

Utah Code 63G-2-301(3)(i,j,k)

https://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S301.html


Is it a record?





A. Yes
B. No
C. Not sure
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Getting started



You are...

● Inheriting a mess of boxes and files

● Updating your retention schedules

● Cleaning up the shared drive

● Moving buildings

Where do you start?



Where to start?

1. Do a records inventory

2. Check existing RIM 
governance records

3. Diagram agency functions 
to identify resulting records

4. Identify your team



1. Do a 
Records 
Inventory



Questions to answer

●What are they?

●Whose are they?

●Why are they? Why do they exist?

●When were they created?

●How are they now used?

●How many are there? Are there duplicates? and

●Where are they stored?

●Can we read the files? How do we delete them?



A Record Series is a Group of Records



A Record Series is a Group of Records

Related in a logical way:

● part of the same business process

● managed together

● use the same general retention schedule



Inventory form basics

● Record series title
● Approved retention, 

disposition
● GRAMA designation
● Location
● How it's stored
● Media/file format

https://bit.ly/3nsuMUN

https://bit.ly/3nsuMUN




● Amount/volume
● Date range
● Quality (esp. if digitized or aged)
● Location environment
● Workflow involved
● Security & accessibility
● Copies: record, duplicate
● Copies: paper, digital
● Originating office
● Legal requirements
● Appraisal value & operational need





What to inventory first?

● By location (physical and/or digital)

● By type (hard copy, digital)

● By employee/section



Where to start?

1. Do a records inventory

2. Check existing RIM 
governance records

3. Diagram agency functions 
to identify resulting records

4. Identify your team



Is it a record?
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Is it a record?

A. Yes
B. No
C. Not sure



 Take a deep 
breath

 Do what you can
 One step at a 

time



2. Check 
Existing RIM 
Governance 
Records

Image courtesy #WOCinTechChat



RIM Governance Records

●Any inventories, transfer sheets, retention schedules 
from previous people

●Archives website 
archives.utah.gov/rim/retention-schedules.html

●State Records Center box report



Where to start?

1. Do a records inventory

2. Check existing RIM 
governance records

3. Diagram agency functions 
to identify resulting records

4. Identify your team



Is it a record?





15. Is it a record?

A. Yes
B. No
C. Not sure



15. Is it a record?

A. Yes
B. No
C. Not sure



3. Diagram 
Agency 
Functions & 
Resulting 
Records

Image courtesy #WOCinTechChat



Agency functions Government entities exist to carry out the public's 
business



Common administrative 
functions

● Human Resources
● Budgeting
● Policy creation
● Accounts Payable and 

Receivable

Understanding Functions

Unique business functions

● Mosquito abatement
● Safety inspection
● Medicaid eligibility screening
● Oversee horse races
● Facilitate economic 

development in the state



Deriving records from functions

Function mandated of your agency

↓

Process used to fulfill that function

↓

Records created/retained as part of that process



Functions found in statute or ordinances

●Division of Archives and Records Service:



Functions found in statute or ordinances

●All governmental entities:



Records Officer & 
RIM Specialist

RIM Specialists
Appraisal 

Committee
Subject Matter 
Experts / Legal

-Correspondence
-Notes
-Drafts

Discuss the 
records, their use 
and purpose, any 
legal requirements, 
format, etc.

Consulted as 
needed

Specialist creates 
series data file in 
database, all RIM 
specialists review 
the retention 
schedule

Review proposed 
retention schedule, 
may make 
suggestions

-Correspondence
-Notes

-Series data file
-Correspondence
-Feedback

-Retention 
schedule draft
-Meeting minutes

Creating a retention schedule (1 of 2)



Creating a retention schedule (2 of 2)

-Correspondence
-CAO-signed copy

Update retention 
schedule as 
requested by 
Appraisal 
Committee, get 
CAO signature

Records Officer, 
RIM Specialist, 

CAO

Records 
Management 
Committee

RIM Specialist & 
RMC Chair

Review proposed 
retention schedule, 
ask questions, 
make 
recommendations, 
pass or not

Obtain RMC chair 
on approved 
retention schedule

-Meeting materials 
(submissions)
-Meeting minutes

-Correspondence
-RMC-signed copy

Confirm retention 
schedule passed, 
provide agency 
with RMC-signed 
copy 

Records Officer & 
RIM Specialist

-Correspondence
-RMC-signed copy









Diagram Agency Functions

● Better understand business functions 
& processes

● Find all possible locations of records

● Identify multiple copies and formats

● Engage co-workers in records 
management

● Manage records more accurately



Analyzing your functions and records

What are we missing?

Why are we doing that?

Do we really need it?



Where to start?

1. Do a records inventory

2. Check existing RIM 
governance records

3. Diagram agency functions 
to identify resulting records

4. Identify your team



Is it a record?
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Is it a record?

A. Yes
B. No
C. Not sure



4. Your RIM 
Team

Image courtesy #WOCinTechChat



Your RIM Team

● RIM is for everyone!

● Records officers need support
○ From management

○ From colleagues

● RIM involves many roles / has many facets



Records 
Management

Elements of 
a RIM 
Program



Elements of 
a RIM 
Program
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Management

Information 
Technology
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Elements of 
a RIM 
Program

Records 
Management

Information 
Technology

Legal

Security

Compliance

Executive/ 
Director

Risk



Identify your team

● Who at your organization fills each role?

● = Your best allies in implementing a RIM program



Clarify responsibilities

● What is each employee's RIM responsibility?

● Some responsibilities can be delegated
○ Boxing up records, creating box lists, transferring records, 

etc.

● Determine responsibility throughout 
records life cycle



Raise awareness

● Show real-world examples of RIM (good & bad)

● Share useful facts in staff meeting/newsletter

● Post information in the kitchen or bathroom

● Create informational videos (use staff as actors!)

● Bring chocolate to RIM discussions

● Make it fun / attractive



● Know your records

● Certify

● Create a business case

● Be enthusiastic about records

● Cultivate professional associations

Be the expert



Where to start?

1. Do a records inventory

2. Check existing RIM 
governance records

3. Diagram agency functions 
to identify resulting records

4. Identify your team
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Is it a record?

A. Yes
B. No
C. Not sure



Questions?

Renée Wilson, RIM Specialist, Utah State Archives
reneewilson@utah.gov
801-531-3842

Find your RIM specialist at archives.utah.gov/rim/records-analysts.html

Images are from pexels.com, unsplash.com, freepik.com, and #WOCinTechChat

mailto:reneewilson@utah.gov
http://archives.utah.gov/rim/records-analysts.html
https://www.pexels.com/
https://unsplash.com/
https://www.freepik.com/
https://www.wocintechchat.com/

